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BIANCA JAGGER HUMAN RIGHTS FOUNDATION 
 
Post: ASSISTANT RESEARCHER 
Responsible to: The President and Chief Executive 
Location: High Street Kensington, London 

Summary: To provide administrative, secretarial and research support and assistance to 
the President and Chief Executive. 
Type of position: Full time or part time 
Background 
The Bianca Jagger Human Rights Foundation was founded by Bianca Jagger (UK 
Registered Charity number 1117142). The Foundation campaigns for human rights, civil 
liberties, peace, social justice and environmental protection throughout the world. 
The BJHRF is run by a small number of permanent full time and part time staff.  
 
Key Responsibilities 

 Providing administrative, secretarial and research support to the President and 
Chief Executive of the BJHRF. 

 Assisting with correspondence as required; maintaining a high level of personal 
integrity with regard to its private and confidential nature. 

 Assisting in the writing and editing of reports, speeches, articles, press releases, 
letters, and petitions. 

 Liaising with national and international NGOs, academics, politicians, media 
and members of the public. 

 Electronic diary and phone management. 

 Maintaining the Foundation’s records and processes; writing annual reports.  

 Assisting the President and Chief Executive in organising the BJHRF AGM. 

 Maintaining records for the BJHRF accounts.  

 Ensuring the BJHRF’s hard copy and electronic filing system is kept organised 
and up to date, including the contacts database.  

 Making travel and accommodation arrangements for the President and Chief 
Executive, as required. 

 Assisting with fundraising projects and developing fundraising strategy. 
 
Person Specification  
ESSENTIAL 
Education 

 Hold a Masters in Law, international relations, human rights studies, 
environmental law or policy, or related field. 
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Skills/Aptitudes 

 Strong command of the English language (written and verbal). 

 Excellent written and verbal communication skills with the ability to 
communicate effectively at all levels.  

 Advanced computer literacy, ability to use Apple and Windows (98, 2000, XP 
Professional, 7, 8, 10) – to include knowledge of MS Office 2003, 2010, 2013, 2016 
(Word, PowerPoint, Excel), Microsoft Outlook and Access.  

 Excellent knowledge of database management.  

 Advanced Internet skills – knowledge of social networking tools including 
Twitter, Hootsuite, Facebook, Google+, LinkedIn, and Instagram. 

 Good organisational skills – Ability to handle a busy diary; coordinate various 
media requests, speaking engagements and collaboration with other NGOs.  

 Ability to work under pressure; be self-motivated, with a flexible but methodical 
approach. 

 Ability to work to targets and deadlines in an organised efficient manner. A good 
sense of humour, a positive outlook. 

 Excellent interpersonal skills, ability to work as part of a team and maintain good 
working relationships with colleagues but also able to work unsupervised and 
use own initiative. 

 Flexibility to adjust to fluctuating workloads. Willingness to work over-time if 
necessary. 

 
Experience 

 Experience in human rights, social justice or environmental protection issues, 
NGOs or legal work. 

 Good knowledge of current affairs – the position involves research of current 
affairs to provide material for articles and speeches. 

 Familiarity with the UN.  

 Knowledge of NGO sector protocols and procedures and of the Charity 
Commission for England and Wales. 

 
Personal Attributes 

 A commitment to justice, human rights and environmental protection issues; a 
desire to learn. 

 Willing to commit to a long-term position. 

 Prepared to travel, if necessary.  

 A conscientious approach with excellent accuracy skills and attention to detail. 
 
DESIRABLE  

 A second language. 

 Experience in fundraising. 

 Knowledge of website maintenance an advantage. High-tech savvy personality. 
 
Start date:  As soon as possible 
 
Please send a CV, a covering letter, three writing samples and the contact details of two 
referees to: bjhrf2@gmail.com  
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